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The information contained in this document is a general guideline for the processing of 
procurements using the State of Illinois BidBuy system.  State of Illinois procurements must be 
conducted in accordance with applicable statutes and rules, including the Illinois Procurement 
Code.  For any questions, please contact your Agency Procurement Officer (APO) or State 
Procurement Officer (SPO). 

 

Note:   If not an AIS Agency, some fields in the screen shots may not be available to you. 
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Overview & Outcomes 

This document is a reference guide to BP and DA users to enable the users to navigate the BidBuy 
application.  For the purposes of this document, the primary focus will show the BP user access, but will 
note the differences in BP and DA access when applicable.  For additional detail for each role, see the 
online help, or question mark icon, for role specific help.  

Basic Purchasing User (Internal) 

The Basic Purchasing User can create and process different types of requisition documents (open 
market, release, and demand), create and process formal and informal bid documents and create and 
process different types of purchase order and change order documents as listed below: 

 Release Requisition – Release off Master Blanket 

 Open Market Requisition – RFP, IFB, Create Blanket Contract, formal solicitation and small 

purchase 

 Demand Requisition – Survey 

 Open Market Bid (formal) - RFP, IFB, Create Blanket Contract 

 Informal Quote – Small Purchase (from Open Market Requisition) 

 Blanket Purchase Order – term contract agreement 

 Open Market Purchase Order - RFP, IFB, Create Blanket Contract, small purchase 

 Assign Approvers 

 Approve documents 

Department Access User (Internal) 

The Department Access User can create and process requisition documents (open market and release), 
approve documents, initiate change orders as listed below: 

 Release Requisition – Release off Master Blanket 

 Open Market Requisition – RFP, IFB, Create Blanket Contract, formal solicitation and small 

purchase 

 Informal Quote – Small Purchase (from Open Market Requisition) 

 Approve documents 
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Understand Home Page Navigation 

Under the Basic Purchasing or Department Access tab, the home page is divided into four areas:  

1. Role Tabs – User role controls access in the system. Tabs will only appear if the user has more 

than one role assigned. 

2. Header Menu – NIGP browse, account setup, search, help manual, and exit 

3. Navigation Menu – navigate to Home Page, Items search, Documents, Vendors and Quick Buy  

4. Control Center – fluid navigation of News, Reqs, Bids, POs, Approvals and Reminders 

 

Role Tabs, Header Menu and General Navigation Menu are consistent for each screen. Control Center 
is a summary of BidBuy activity and is fluid depending on updates that are dynamically created by each 
section. 

Role Tabs 

If the user has multiple roles within BidBuy (for example you are a Basic Purchasing User as well as a 
Department Access User for the State), the user sees tabs as indicated below.  Each role within the 
application has its own control center.  For more information on the control center, see the Control 
Center section.  

1. Click Basic Purchasing tab 

 

 

If the User has one role, then the role tab does not appear. 
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Header Menu 

The Header Menu is static and always displayed at the top of each page. This menu allows the user to 

access: 

 NIGP Code Browse 

 My Account 

 Customer Service 

 About 

 Current Organization 

 BidBuy Date Time 

 Advanced Search (for the user’s organization) 

 Help Manual (role specific) 

 Reporting Dashboard (access dependent on State configuration) 

 Ad Hoc Reporting (access dependent on State configuration) 

 Form Builder (access dependent on State configuration) 

 Administrative Reports (access dependent on State configuration) 

 Document Dashboard – not used by State 

 G2B shopping cart – not used by State 

 System Exit 

 

Header Menu: NIGP Code Browse  

The NIGP Code Browse link bar allows a search of commodity codes by Class and Class Item codes set up 
and maintained in the BidBuy database.  

The NIGP Commodity/Services Code is an acronym for the National Institute of Governmental 
Purchasing Commodity/Services Code. The NIGP Code is a coding taxonomy used primarily to classify 
products and services procured by state and local governments in North America. It is used by the State 
of Illinois to classify goods and services during procurement. 

1. Click NIGP Code Browse on Header Menu 

2. Select NIGP Class code from pulldown menu 

3. Select NIGP Class Item from  

4. Enter NIGP Keyword to search for a certain code 

5. Select search type criteria by Search using drop-down 
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6. Click Search to execute search          

          

7. To browse all NIGP Class codes, scroll-down to NIGP Code Browse 

8. Click NIGP Class code to view NIGP Class Item   

 

Header Menu: My Account 

My Account allows the user to update their user profile.   

The State uses NIGP Class codes and NIGP Class Items – 5 digit NIGP codes. 
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1. Click My Account on Header Menu 

1. Click Edit to change user profile information 

2. Update information 

3. Click Reset to clear all fields 

4. Click Save and Exit to leave the page 

5. Click Save & Continue to save and add more information 

6. Click Cancel & Exit to remove updates and leave the page  
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Password Reuse 

When a user attempts to change their password with a previously used password, the BidBuy Password 
Reuse Prevention feature will check the number of resets allowed prior to permitting reuse.  
 

 
1. Click on My Account to edit Password or other account information.  

 
2. Click Edit and BidBuy will direct the user to My Information page 

 

The State of Illinois requires users not be able to reuse the past 12 passwords. 
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3. Re-enter new password in Confirm Password  

 

System will display Error if the password was previously used. 
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Set/Clear Proxy User 

Use the Proxy User dropdown menu to designate a BidBuy user access to approve documents on your 
behalf in BidBuy.  The Proxy is required to have rights to approve documents in BidBuy.  When  ‘Activate 
Proxy User’ is checked, the proxy will see documents ready for your approval available in their Approvals 
tab and receive emails when new approvals are submitted to you. 

 
1. Click on My Account to designate a Proxy User 

2. Click Edit system will direct user to My Information page 

 
3. Select a proxy user from drop down Proxy User 
4. Select Activate Proxy User  
5. Click Save & Exit to save and exit 
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6. Click Save & Continue to save and continue 

 
7. Click OK on pop up to confirm change 

 

  



 

16 | P a g e  
 

Set Default Homepage Tab 

The Basic Purchasing or Department Access User may select a tab to start on when logging into the 
user’s home page. Use the dropdown menu to designate the preferred document type to default to 

upon viewing the home page. Click My Account to edit user Password 

 
1. Click Edit and the system will direct the user to My Information page 
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2. Select Default Homepage Tab for Basic Purchasing role from drop down 
3. Select Default Homepage Tab for Department Access role from drop down 
4. Select Default Homepage Tab for Inquiry role from drop down 

 

5. Click Save & Exit to save and exit 
6. Click Save & Continue to save and continue 

 

 
 

Header: Customer Service  

The customer service screen allows the user to contact local BidBuy Support for additional information 

or for assistance with some of the items that are found in the BidBuy application.  

 

Help will be configured to send an email to il.bidbuy@illinois.gov. 

The Default Homepage is only available for the Roles the user has in BidBuy.  Example, if the 
user is only a BP user, they will only see the option for “Default Homepage Tab for Basic 
Purchasing. 

mailto:il.bidbuy@illinois.gov
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Header: About Tab 

The screen shows the current version of BidBuy. 

1. Click About 

2. Click OK to exit 

 

Header Menu: Current Organization 

For the State of Illinois, each organization corresponds to a State Agency.  For users who have access to 
multiple organizations, the Current Organization will display the organization that the user is currently 
logged into.  Access to other organizations may be granted by administrators to either BP or DA Users.  
 
If the user has access to multiple organizations, they can change the current organization by clicking on 
the lookup icon. 
 

1. Click cross-arrows 

  

2. To search for an Organization, enter search criteria  

3. Click Find It 

4. Select button next to organization 
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5. Click Select 

 

Header Menu:  System Date & Time 

The official system date & time is very important when posting a bid to BidBuy. This clock is 
synchronized with the official Bid Available date/time and the Bid Opening date/time selected on the Bid 
by the BP User.  If a Bid is not received by the State prior to the official Bid Opening date/time, it is not 
available for consideration by the State. 

 

Icons in the Header bar 

  

The table below describes the features available using the specific icons. 

 

Icon Description 

 

Advanced Search – Search Bids, Commodity Codes, Purchase Orders, 
Vendors, Contracts, Requisitions, Quotes, and Items by multiple criteria. 
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Icon Description 

 

Help – A popup help window which displays the BidBuy Basic Purchasing 
Manual or the Department Access Manual depending on the role selected.  

 

Reporting Dashboard - if available this will allow the user to view standard 

dashboard from BidBuy. (Access is dependent on State configuration) 

 

Ad Hoc Reporting – allows the user to generate ad-hoc reports using the 

built-in business intelligence (BI) engine if available.  (Access is dependent 
on State configuration) 

 

Form Builder – allows the user to modify and view agency forms used in all 

documents if available.  (Access is dependent on State configuration) 
 

 

Administrative Reports – allows the user to view standard reports made 

available.  (Access is dependent on State configuration) 

 

Document Dashboard  (This is not used by the State at this time) 

 

 G2B Punchout (This is not used by the State at this time) 

 

Logout – logs the user out of BidBuy 

 

Header Menu:  Advanced Search 

Advanced Search allows the user to search in the Purchasing Module for various document types. 

1. Click Search Icon   

2. Select Purchasing Module 

3. From drop-down, select Document Type  

Available document types are: 

 Commodity Codes – search commodity codes in BidBuy 

 Contract/Blankets – search blanket / contracts in BidBuy 

 Credit Memos (Not used by State) – search credit memos in BidBuy 

 Items – search items in BidBuy 

 Invoices (Not used by the State) – search invoices in BidBuy 

 Purchase Orders – search Purchase Orders in BidBuy 

 Quotes – search quotes in BidBuy 

 Requisitions – search requisitions in BidBuy 

Only Icons that the user is granted access to will be displayed. 
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 Vendor – search vendors in BidBuy 

 

Header Menu:  Advanced Search: Bids 

The Advanced Search, Bids allows users to search for Bids within the user’s access.  While there could be 
many reasons for a user to search for Bids, one example is to locate a Bid when the status is not known.  

1. Enter Search Fields 

2. Click Find It 

3. Click Clear to clear the display 

The State only uses the Purchasing Module. 
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Header Menu:  Advanced Search: Commodity Codes 

The Advanced Search, Commodity Codes allows users to search for NIGP codes. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 

4. Click Exit to exit 
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Header Menu:  Advanced Search: Contract/Blankets 

The Advanced Search, Contract/Blankets allows users to search for Master Blanket Purchase Orders 
within the user’s access. While there could be many reasons for a user to search for Master Blanket 
Purchase Orders, one example is to locate a contract if the status is not known. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 

4. Click Exit to exit 

 

Header Menu:  Advanced Search: Items 

The Advanced Search, Items allows users to search for Items within the user’s access.  While there could 
be many reasons for a user to search for Items, one example is to determine if certain items had been 
ordered previously in BidBuy. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 
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4. Click Exit to exit 

 

Header Menu:  Advanced Search: Purchase Orders 

The Advanced Search, Purchase Orders allows users to search for any type of Purchase Order within the 
user’s access.  While there could be many reasons for a user to search for Purchase Orders, one example 
is to view Purchase Orders with a specific Type Code. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 
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4. Click Exit to exit 

 

Header Menu:  Advanced Search: Quotes 

The Advanced Search, Quotes allows users to search for Quotes within the user’s access.  While there 
could be many reasons for a user to search for Quotes, one example is to address a Vendor’s question 
regarding their Quote.  

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 

4. Click Exit to exit 
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Header Menu:  Advanced Search: Requisitions 

The Advanced Search, Requisitions allows users to search for Requisitions within the user’s access.  
While there could be many reasons for a user to search for Requisitions, one example is to locate a 
Requisition when the status is not known. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 

4. Click Exit to exit 

 

Header Menu:  Advanced Search: Vendors 

The Advanced Search, Vendors allows users to search for any registered Vendor in BidBuy.  While there 
could be many reasons for a user to search for Vendors, one example is to review a Vendor’s 
certifications. 

1. Enter Search Fields 

2. Click Find It  

3. Click Clear to clear the display 
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4. Click Exit to exit 

 

Header Menu:  Help 

The Help Icon displays a reference manual for the software before being configured for the State.  The 
online help can be used to find system field descriptions and system functionality explanations. The Help 
Manual is specific to the role selected by the user. State- specific BidBuy Manuals are available on the 
login page.    

1. Click Help Icon   the user is directed to the BuySpeed Online User manual 

2. Scroll down to the Table of Contents 

3. Click on topic and the user views the topic in the manual 
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Header Menu:  Log Out 

This allows the user to exit BidBuy.   

1. Click Log Out   

 

 

 

Navigation Menu 

The Navigation Menu allows the user to move within the application and gives access to requisitions, 
open and closed bids, purchase orders, contracts, quotes and account maintenance. 

The Navigation Menu is static and always displayed at the top of each page. This menu allows the user 

to access: 

 Home 

 Items 

 Documents 

 Vendors 

 Quick Buy 

 User Name 

Navigation Menu: Home 

The Home Tab brings the user to the same set of tabs covered in the Home Page/Control Center section. 
It is the landing page that BidBuy opens to on successful Login. 

The Help Manual for the generic BuySpeed System displays on separate tab.  BuySpeed is 
the system name for BidBuy. 

BidBuy automatically logs users off of the system after 30 minutes of inactivity. The user 
lockout for entering incorrect passwords is 15 minutes. 
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1. Click Home  

Navigation Menu:  Items 

The Items menu shows groupings of items on all blanket Purchase Orders (POs) created in the BidBuy 
system. The link populates the NIGP categories and the arrows to the right of those headings will 
provide a drop down list of the Class/Class Items of that super-group. 

This link ONLY searches items that are on Master Blanket Purchase Orders. 

Navigation Menu:  Documents 

  

The Documents menu includes navigation to documents filtered by its current status, BidBuy documents 
are  

  Requisitions to locate requisition documents in BidBuy  

  Bids to locate bid documents in BidBuy 

  POs to locate PO documents in BidBuy  

  Receipts to locate receipt documents in BidBuy (Not used by the State) 

  Invoice to locate invoices in BidBuy (Not used by the State) 
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  Quotes to locate quotes in BidBuy 

Requisitions 

From the dropdown selections the user can select: 

  New to create a new requisition 

  In Progress to view all in progress requisitions 

  Ready for Approval to view all ready for approval requisitions  

  Ready for Purchasing to view all ready for purchasing requisitions  

  Purchaser Assigned to view all purchaser assigned requisitions  

  Gone to PO to view all gone to PO requisitions  

  Gone to Bid to view all gone to bid requisitions  

  Returned to view all returned requisitions  

  Cancelled to view all cancelled requisitions  

  Backorder to view all backorder requisitions (not used by State of Illinois) 

  Ready for Issue to view all ready for issue requisitions (not used by State of Illinois) 

  Partial Issue to view all partial issue requisitions (not used by State of Illinois) 

  Complete Issue to view all complete issue requisitions (not used by State of Illinois)  

  G2B Shopping Punchout (if configured, not used by the State currently) 
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Bids 

From the dropdown selections the user can select: 

 New to create a new bid (BP only) 

 Ready to Open to view all ready to open bids (BP only) 

 In Progress to view all in progress bids 

 Ready for Approval to view all ready for approval bids 

 Ready to Send to view all ready to send bids  

 Sent to view all sent bids  

 Opened to view all open bids 

 Returned to view all returned bids 

 Evaluated to view all evaluated bids  

 Approved to view all approved bids  

 Bid to PO to view all bids converted to PO  

 Cancelled to view all cancelled bids 

  

   

POs 

From the dropdown selections the user can select: 

  New to create a new PO (BP only) 

  In Progress to view all in progress POs 

  Ready for Approval to view all ready for approval POs  

  Ready to Send to view all ready to send POs  

  Sent to view all sent POs  

  Partial Receipt to view all partial receipt POs  

  Complete Receipt to view all complete receipt POs  

  Approved to view all approved POs  
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  Returned to view all returned POs  

  Cancelled to view all canceled POs  

  Closed to view all closed POs  

 

Receipts and Invoices (Not used by the State) 

 

Quote 

Select the dropdown link to enter new vendor quote for a Bid that has been opened.  This is done when 
a Quote is submitted outside of BidBuy by a Vendor, for instance when the Quote is mailed in as a 
hardcopy or via fax.  

  

 

 Browse Vendors by Commodity Code 

If a user wants to find which vendors have registered as providing a particular commodity, from the 
Vendor dropdown menu, select Browse by Commodity Code hyperlink to display the NIGP three digit 
classes. The State uses NIGP codes to classify goods and services. 
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1.  Select Browse By Commodity Code  

2. Click the three-digit commodity code class hyperlink to view the five digit class/subclass 
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3. Click Cancel to cancel 

 

 

4. Click the five-digit commodity code hyperlink to view vendors 

5. Click Cancel to Return to the commodity class level page 
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6. Click the vendor name hyperlink to display a pop­up of the vendor profile information 

7. C lick Close Window to exit 

 

Navigation Menu: Quick Buy 

Quick Buy is a feature in BidBuy that allows the user to search for items available under blanket 
contracts directly from the tool bar.  Quick Buy is an alternate way to create a new requisition 
document.  The system will search by item description.   
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Control Center 

The Control Center is organized by tabs and allows the user to navigate to specific information in 
BidBuy. Control Center tabs are:  

 News 

 Dashboard 

 Reqs 

 Bids 

 PO 

 Approval 

 Receiving (not used by State currently) 

 My Reminders 

 Events (not used by State currently) 

 System Messages 

Control Center: News 

1. Click News (count) to displays News Items  

2. Click News ID for document to view 

3. Click Exit to exit 

Full functionality of Quick Buy is in the specific procurement manuals. 
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News: Displays System Administrator created updates 

 

 

Control Center: Dashboard 

1. Click Dashboard to view Reporting Dashboard for the Organization and Role as configured 

2. Any configured reports will display otherwise red error 
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Dashboard: Displays Information Dashboard if configured.  

If no information exists the system displays No records found 

 

Control Center: Reqs 

The requisition statuses shown here indicate requisitions that may require some action to be taken.    

Reqs: In Progress 

1. Click Reqs  tab 

2. Click In Progress  sub tab to display in progress requisitions 

3. Click hyperlink Requisition #  to navigate to requisition details  

4. Click View More… to retrieve all requisitions  

 

 

Reqs: Ready for Approval 

1. Click Reqs  tab 

2. Click Ready for Approval subtab to display ready for approval requisitions 
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If no information exists the system displays No records found for this user. 

 

Reqs: Ready for Purchasing 

1. Click Reqs tab 

2. Click Ready for Purchasing to display ready for purchasing requisitions 

3. Click hyperlink Requisition # subtab to navigate to requisition details 

4. Click View All to view all ready for purchasing requisitions  

 

Reqs: Returned 

1. Click Reqs tab 

2. Click Returned subtab to display returned requisitions for the user 

3. Click View All to retrieve all returned POs for all users  

Reqs: Gone to PO 

1. Click Reqs tab 

2. Click Gone to PO subtab to display gone to PO requisitions 

3. Click hyperlink Requisition Number  to navigate to requisition details  
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If no information exists the system displays No records found. 

4. Click View More  to retrieve more documents 

 

Control Center: Bids 

The bid statuses shown here indicate bids that may require some action to be taken.  The Bids tab is 
only available to BP users.  

Bids: In Progress 

1. Click Bids tab 

2. Click In Progress subtab to display in progress bids 

 

Bids: Ready for Approval 

1. Click Bids tab 
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If no information exists the system displays No records found 

If no information exists the system displays No records found 

2. Click Ready for Approval subtab to display ready for approval bids  

 

Bids: Ready to Send 

1. Click Bids tab 

2. Click Ready to Send sub tab to display ready to send bids 

  

 

Bids: Ready to Open 

1. Click Bids tab 

2. Click Ready to Open subtab to display ready to open bids 

3. Click hyperlink Bid Number  to navigate to Bid details 

4. Click Create new quote to create new quote 
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If no information exists the system displays No records found. 

5. Click View More  to retrieve more documents 

 

Bids: Opened 

1. Click Bids tab 

2. Click Opened subtab to display opened bids 

3. Click hyperlink Bid # to navigate to bid details 

4. Click hyperlink Bid Tabulation to navigate to bid tabulation 

5. Click hyperlink Quote History to view quote history 

6. Click hyperlink List to view bid holder list 

 

Bids: Approved 

1. Click Bids tab 

2. Click Approved subtab to display approved bids  
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Control Center: PO 

The PO statuses shown here indicate Purchase Orders that may require some action to be taken.  DA 
users will only see Purchase Orders that are Ready To Send.    

PO: In Progress 

1. Click PO tab 

2. Click In Progress sub tab to display in-progress POs 

3. Click hyperlink Purchase Order # to navigate to PO details 

4. Click hyperlink Vendor Name to navigate to vendor details 

5. Click View More… to retrieve more PO  documents  

 

PO: Ready for Approval 

1. Click PO tab 

2. Click Ready for Approval subtab to display ready for approval POs 

3. Click hyperlink Purchase Order # to navigate to PO details 
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If no information exists the system displays.  No records found. 

 

PO: Ready to Send 

1. Click POs tab 

2. Click Ready to Send subtab to display ready to send POs 

3. Click hyperlink Purchase Order # to navigate to PO details 

4. Click on hyperlink Vendor Name to navigate to vendor details 

5. Click List & Send to list and send all POs 

 

PO: Returned 

1. Click POs tab 

2. Click Returned subtab to display returned POs 
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PO: Change Order 

1. Click POs tab 

2. Click Change Order to display My Change Orders Ready To Send  

  

Control Center: Approval  

Approvals are separated by document types: Requisitions, Bids and Purchase Orders. At the bottom 
center, there is a link called List & Approve. 

1. Click Approval tab to list and approve documents pending user approval 

 

2. Click List & Approve to approve documents 

If no information exists the system displays No records found. 

The approvals are categorized by My Documents Pending Approval by others and 
Documents Pending My Approval where the user is the approver. 
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3. Select Document to approve 

4. Click Apply Approval Action to Selected to approve selected 

5. Click Reset to reset display 

6. Click Cancel & Exit to exit 

 

Control Center: Receiving (Not used by the State) 

 

Control Center: Reminders 

Reminders are created by either you or other system users to remind you to take some action on a 
specific document by a specific time.  

Reminders: Purchase Order 

1. Click Reminders tab 

2. Click hyperlink Purchase Order # to navigate to PO details 

3. Enter Date Completed  

4. Click Save & Exit to save and exit 

5. Click Save & Continue to save and continue  

6. Click Reset to clear screen and start over 

7. Click Cancel & Exit to exit  

8. Click Column heading to sort the display 
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The other tabs for Requisition, Bid, and Quote work the same. If no information exists the 
system displays No records found. 

The State does not use Invoices or Credit Memos. 

1. Select Show All displays all system Messages. 

2. Select Show Errors displays only system errors. 

3. Select Show Warnings displays only warnings. 

4. Select Show in Progress displays messages for in progress documents. 

 

 

 

Control Center: System Messages  

The system messages tab displays transaction queue messages.   

1. Click System Messages tab 

 

 

System Messages: Requisition Messages 

1. Scroll down to Requisition Messages section 

2. Select number of messages to display in this section 

3. Click hyperlink Document ID to display requisition details 

4. Click hyperlink Message to navigate to document in message 

5. Select Select to select message 

6. Click First to go to the first message in the queue 

7. Click Previous to go to the previous page 

8. Click page number to go to a page number 

9. Click Next to go to the next page 
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10. Click Last to go to last page 

System Messages: Bid Messages 

1. Click System Messages tab, scroll down to Bid Messages section 

2. Select number of messages to display in this section 

3. Click hyperlink Document ID to display requisition details 

4. Click hyperlink Message to navigate to document in message 

5. Select Select to select message 

6. Click First to go to the first message in the queue 

7. Click Previous to go to the previous page 

8. Click page number to go to a page number 

9. Click Next to go to the next page 
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10. Click Last to go to last page 

 

System Messages: Purchase Order Messages 

1. Click System Messages tab, scroll down to Purchase Order Messages section 

2. Select number of messages to display in this section 

3. Click hyperlink Document ID to display requisition details 

4. Click hyperlink Message to navigate to document in message 

5. Select Select to select message 

6. Click First to go to the first message in the queue 

7. Click Previous to go to the previous page 

8. Click page number to go to a page number 

9. Click Next to go to the next page 

10. Click Last to go to last page 

11. Click Cancel & Exit to exit 
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Appendix A: Unit of Measure Descriptions 

BidBuy UOM Unit of Measure Description  BidBuy UOM Unit of Measure Description  

ACR Acre M Meter 

AU Activity Unit MI Mile 

BAG Bag ML Milliliter 

BAR Bar MM Millimeter 

BT Bottle MON Month 

CAN Canister PRS Person 

CAR Carton OZ Ounce 

CV Case PAL Pallet 

CM Centimeter % Percentage 

CRT Crate PC Piece 

CCM Cubic centimeter PT Pint 

FT3 Cubic Foot QT Quart 

"3 Cubic Inch S Second 

YD3 Cubic Yard FT2 Square foot 

DAY Days "2 Square inch 

DZ Dozen YD2 Square Yard 

DR Drum TS Thousands 

EA Each GAL US Gallon 

FOZ Fluid Once LB US Pound 

FT Foot TON Ton 

G Gram WK Week 

GRO Gross YD Yard 

HR Hour YR Year 

" Inch   

KG Kilogram   

KM Kilometer   

L Liter   
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Appendix B: Forms By Process 
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Appendix C: Custom Columns 
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